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Kata Pengantar 
 

Modul berjudul Incomplete Sentences ini merupakan pegangan tertulis bagi peserta 
diklat guru Bahasa Inggris SMK tingkat dasar. Modul ini berfungsi sebagai berikut:  
 

1. Bahan pegangan bagi peserta diklat dalam mempelajari bagaimana memahami 
dan membuat suatu ungkapan kalimat secara tertulis dengan benar.  

2. Bahan pegangan bagi peserta diklat untuk memperbaiki skor TOEIC mereka 
melalui soal-soal incomplete sentences yang ada dalam TOEIC test. 

3. Sebagai contoh modul bagi peseta diklat agar mereka dapat juga 
mengembangkan modul untuk anak didik mereka di sekolah.  

 
Dalam perkembangannya, di dalam modul ini mungkin akan ditemukan kelemahan atau 
kekurangan. Oleh karena itu, sangat mungkin untuk diterbitkannya edisi revisi setelah 
mendapat masukan-masukan yang signifikan dari pemakai modul ini, seperti peserta 
diklat, pemerhati atau siapapun juga.  
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Complacency kepuasan 
Compliant  Sesuai 
Detained Ditahan, ditangkap 
Expansion pengembangan 
Flair Kemampuan alami 
Inferences Ide, teori, kepercayaan, asumsi 
Instances Contoh 
Instincts Karakter 
Interest Perhatian 
Peak Klimaks 
Peripheral Marjinal, minor, secondary 
Perishable Mudah busuk 
Reinstated Menempatkan kembali 
Remain Tetap 
Reprimanded Diingatkan 
Scarcity Kelangkaan 
Stem Akar kata 
Subscribes Mendaftar, berlangganan 
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Bab I 
Pendahuluan 

 
A. Deskripsi 

 
Modul berjudul Incomplete Sentences ini merupakan modul ke lima dari tujuh 
rangkaian modul yang disiapkan bagi peserta diklat guru Bahasa Inggris tingkat 
dasar di PPPG Kejuruan. Dalam percakapan sehari-hari, fluency dan accuracy 
memegang peranan yang penting. Pilihan kata dalam konteks tertentu kadang 
dapat digantikan oleh kata lain, tapi dalam konteks yang berbeda tidak dapat 
digantikan, meskipun kata tersebut kelihatannya mempunyai makna yang 
berdekatan. Hal ini yang disebut dengan set expression.  

 
 Ruang lingkup modul ini meliputi:  
 

1. Formal Written English  
2. Vocabulary  
3. Grammatical form 
4. Some hints in doing Incomplete Sentences part. 

 
Setelah menyelesaikan modul ini, Anda dapat membedakan antara test yang 
mengujikan grammar dan vocbulary, dan mendapatkan clue yang dapat 
dijadikan pegangan dalam menentukan pilihan jawaban pada saat mengerjakan 
soal-soal Incomplete Sentences yang ada pada TOEIC test.  
 

B. Prasyarat 
 

Modul ini merupakan kompetensi awal dalam mengerjakan bagian Reading pada 
TOEIC test, sehingga tidak ada yang dijadikan prasyarat sebelum mempelajari 
modul ini.  

 
C. Petunjuk Penggunaan Modul / Bahan Ajar 

 
1. Petunjuk bagi peserta diklat 
 

a). Sebelum menggunakan modul ini, bacalah setiap petunjuk yang ada, 
baik petunjuk umum ataupun petunjuk khusus pada setiap kegiatan.  

b). Untuk lebih memperdalam pengetahuan, peserta diklat harus 
melakukan tugas-tugas mandiri sebagaimana diinstruksikan dalam 
modul ini.  

c). Kerjakanlah modul sesuai urutan yang ada.  
 

2. Peran fasilitator 
 a). Membantu peserta diklat dalam melaksanakan kegiatan belajar 
 b). Mengorganisasikan kegiatan belajar berpasangan atau kelompok.  
 c). Mengamati kegiatan belajar peserta diklat dan melaksanakan 
penilaian 
 

D. Tujuan Akhir 
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Kinerja yang diharapkan dimiliki peserta diklat setelah mempelajari modul ini 
adalah keefektifan dan kemandirian sehingga dapat mempersempit alur 
pemikiran dalam menentukan pilihan jawaban dengan menggunakan clue yang 
ada pada setiap soal test. Peserta diklat dinilai berhasil bila dalam mengerjakan 
soal-soal TOEIC test, khususnya di bagian Incomplete Sentences, nilainya 
semakin membaik. Dari 40 soal Incomplete Sentences dalam TOEIC test, 
diharapkan minimal 35 soal dijawab dengan benar.  
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Bab II 
INCOMPLETE SENTENCES 

 
A. Kegiatan Belajar 1 

 
Formal Written English 

 
1. Tujuan Kegiatan Belajar 1 

Memperkenalkan bahasa Inggris tertulis dalam situasi formal karena hal ini 
banyak digunakan dalam bagian reading di TOEIC test.  

 
2. Uraian Materi 1 

The language used in the Reading section represents formal written English and 
does not usually contain the contractions or informal language found in the 
Listening Comprehension section.  

 
Look at these examples of different levels of formality:  

 
Informal English  

 
I’m sorry I can’t come. 
Please call back. 
Can you give me a hand with this?  
 
 

Formal English 
 
I regret that I will be unable to attend. 
I look forward to your reply. 
I would appreciate your assistance in this matter.  
 

Now look at the different language used in the following two announcements, 
one spoken and one written.  
 
A spoken excerpt from a staff meeting 
 

There aren’t enough parking space for everyone going to the party at the 
hotel on Wednesday night, so they’re arranging a shuttle bus to pick us up 
and drop us off there. Please use the bus so that the hotel has enough room 
for their own guests.  
 

A written communication from a hotel  
 

Because the hotel does not have sufficient parking spaces for everyone 
attending the reception on Wednesday evening, we have arranged a shuttle 
bus to bring guests to the hotel entrance. We ask that you take advantage of 
this service so that we may accommodate our overnight guests. 
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In the written communication above, the sentence structure is more complex and 
the vocabulary used is more formal. For example, enough becomes sufficient, 
and please use is replaced with we ask that you take advantage of.  

 
3. Rangkuman 1 

 
Di dalam formal written English, gagasan atau ide biasanya disampaikan dalam 
kalimat yang lebih sopan dan lebih panjang dibandingkan dengan informal atau 
bahasa lisan. Perlu juga diperhatikan pilihan kata di dalam bahasa formal dan 
informal.  

 
4. Tugas 1 

 
In the list below, fill in the formal words and phrases used in the written 
communication from the hotel. The first two have been done for you.  
 

Informal English   Formal English 
 
1.   enough     sufficient 
2.   please use     we ask that you take advantage of  
3.   going to     ___________________________ 
4.   the party    ___________________________ 
5.   has enough room for   ___________________________ 

 
 

5. Tes Formatif 1 
 

Work in group of three. Role play an informal meeting based on the situation 
below.  
Situation:  

To increase productivity, a company has proposed cutting everyone’s 
lunch break time from 1 hour to 45 minutes. Some colleaguges who 
object to this proposal get together to discuss it.  

 
After the role-played meeting, write a formal report (petition)  

 
6. Kunci Jawaban Test Formatif 1 

 
Jawaban akan bervariasi. 

 
B. Kegiatan Belajar 2 
 Vocabulary 

 
1. Tujuan Kegiatan Belajar 2 

Dapat menentukan pilihan jawaban pada test vocabulary, baik dengan 
memahami konteks kalimat ataupun dengan memahami akar kata, imbuhan, 
synonym, antonym, dll, dan dapat mengenal set expressions di dalam bahasa 
Inggris. 
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2. Uraian Materi 2 
•  Consider the overall meaning of a sentence to determine a missing 

vocabulary item. Understanding the general idea of a sentence can help 
you determine the missing vocabulary item. In fact, it is a good idea to 
ignore, or even cover up, the choices at first so that you can focus on the 
meaning of the whole sentences.  

 
Consider the following example:  

 
Example:  

 
The firm ………..Mr Morrison as its accountant after it was learned that 
he had not been mishandling funds.  

 
(A) reinstated 
(B) distracted 
(C) determined 
(D) reprimanded 

 
The last part of this sentence indicates that Mr Morrison had not done 
anything wrong. Ask yourself, “What would a firm be likely to do in this 
situation?” Only choice (A), reinstated, provides a meaningful answer. 
Mr Morrison was reinstated, or returned to his position.  

 
 

•  Apply your knowledge of prefixes, word stems, and suffixes to select the 
best vocabulary item.  

 
Prefix: a letter or group of letters at the beginning of a word.  
 
Stem: the main part of a word 
 
Suffix: a letter or group of letters at the end of a word.  
 Use your knowledge of the different parts of words to choose the correct 
answer. For example, if you know that the prefix pre- means before, and 
that re- means again, you can determine the meaning of words like 
prearrange, preseason, and preflight, as well as reappear, reattach, and 
reinstall.  
 
If you know that the stem view means see, then you can understand that 
preview means see before and review means view again.  
 
Here are examples of common prefixes, stems, and suffixes and their 
meanings or uses.  
 
Prefixes 
 
anti-  againts 
auto-  self 
bi-  two 
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ex-  out, former 
mono-  one 
multi-  many 
pre-  before 
syn-  with 
tri-  three 
re-  again 
un-  not 
fore-  before 
under-  below 
co-  together 
 
Stems 
 
bio  life 
biblio  book 
cycle  circle, round 
demo  people 
dict  say 
dorm  sleep 
duct  lead 
flect  bend 
graph  writing 
labor  work 
lingua  language 
temp  time 
vis  see 
 
 
Suffixes 
 
-er a person who does something 
-ful full of 
-less without 
-ly forms an adverb from an adjective 
-ness forms a noun from an adjective 
-ion forms a noun from a verb 
 
Examples: 
 
biographer - a person who writes a story of a life 
reflection - light bent back 
monolingual  - speaking one language 
dormitory - a place to sleep 
laboratory - a place to work 
laborer  - a person who works 
 
Note: Breaking apart a word into prefix and stem can help you guess the 
meaning of many words. Some words, however, may seem to have 
prefixes but really do not. For example, in the words precious, premier, 
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and pressure, pre- is not a prefix meaning before but is part of the stem 
of the word. Look for word parts, but be aware that a word might not 
always contain a prefix or suffix.    
 

•  Note that some words are often used together in set expressions.  
 

Certain combinations of words typycally occur in English. For example, 
the verb make can be used with an appointment, a date, or a mistake, 
while the verb do is frequently used with a job, homework, or an errand. 
For example, I made a mistake when I was doing my homework.  
 
Keep in mind that an Incomplete Sentence questions may be assessing 
your knowledge of English language usage.  
 
Consider the following examples:  
 
Example 1 
Mr Dupre has asked me to send his …………….regards to you and your 
staff.  
 
(A) warm 
(B) firm 
(C) close 
(D) good  
 
The word regards is usually used with the words warm or best. While 
close and good might seem to make sense, they are not used to modify 
regards.  
 
Example 2 
He has …………….a great deal of time on this project.  
 
(A) passed 
(B) spent 
(C) cost 
(D) paid 

 
The word time can be used with passed or spent, but the meaning of the 
two expressions are different. To pass time means to let the time go by 
while you are relaxing or waiting. This would not make sense in the 
above sentence. To spend a lot of time on something means that you use 
the time for a special purpose.  
 

3. Rangkuman 2 
 

Memahami konteks kalimat secara utuh akan membantu kita menentukan 
pilihan jawaban atas pilihan kata yang tepat. Di samping itu, pengetahuan 
akan imbuhan (awalan dan akhiran), dan akar kata juga akan sangat 
membantu memahami arti kata, dan yang pada gilirannya akan membantu 
menentukan pilihan jawaban.  
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Di dalam bahasa Inggris, kita perlu mengingat set expression, dimana ada 
kata tertentu hanya dapat dipasangkan dengan kata tertentu, tidak dapat 
digantikan oleh kata lain meskipun sepertinya arti kata lain tersebut mirip 
dengan kata yang yang sudah dipasangkan tadi.  
 

4. Tugas 2 
 

Match the prefix on the left with a suitable word ending on the right. Use 
each prefix and word ending only once. Be sure you understand the meaning 
of each word. Then choose the most appropriate word to use in each of the 
sentences.  
 
Prefix   Word endings 
 
re-    -portation 
pre-   -estimated 
fore-   -colored 
under-   -necessary 
bi-    -operation 
co-    -lingual 
multi-   -see 
trans-   -cycle 
un-    -dictable 
 
Sentences 
 
1. Fluctuation in the stock market are not always ……………………. 
2. We failed to ……………the effect of the new shopping center on traffic 

patterns. 
3. Public ……………can be used to get to the conference center. 
4. Ms Curtis was dissatisfied because she felt her abilities were ………..by 

her supervisor. 
5. An advertisement has been placed for a ……………….secretary. 
6. The management apologizes for any inconvenience and ask for your 

……………..while the construction is in progress. 
7. Taking notes during the slide presentation is ……………because 

handouts will be distributed at the end. 
8. A ………..sign would attract attention to the new restaurant better than a 

black-and-white sign.  
9. Employees are asked to ……………all used paper and envelopes.  
 

5. Test Formatif 2 
 
Below are six Incomplete Sentences. In each one, the missing word forms 
part of a set expression. First, read each sentence and underline the word or 
words that the missing word combines with to form a set expression.  
 
1. I am writing in …………..to the position of events manager advertised in 

August’s Entertainment Monthly.  
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(A) comment 
(B) account 
(C) notice 
(D) reference 
 

2. Please call the dentist’s office at your …………….convenience to make 
an appointment for your six month check up.  

(A) soonest 
(B) quickest 
(C) earliest 
(D) easiest 
 

3. It is essential that we operate ……………….the parameters of time and a 
limited budget.  

(A) among 
(B) about 
(C) within 
(D) onto 
 

4. Reservations for the fish restaurant recently opened by John Larchmont 
need to be …………….several weeks in advance.  

(A) conducted 
(B) left 
(C) enlisted 
(D) made 

 
 

5. The success……………the new manufacturing process has doubled the 
number of request for the product.  

(A) to 
(B) of 
(C) for 
(D) by 
 

6. We apologize for informing you of the change in location of the 
conference at such ……………….notice.  

(A) brief 
(B) tight 
(C) short 
(D) small 

 
6. Kunci Jawaban Test Formatif 2 

1. D 
2. C 
3. C 
4. D 
5. B 
6. C 
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C. Kegiatan Belajar 3 
    Grammatical Forms 

 
1. Tujuan Kegiatan Belajar 3 

Mengenal parts of speech suatu kata dan mengenal struktur bahasa Inggris di 
dalam test TOEIC, seperti kesesuain tenses dengan bentuk kata kerja, 
kesesuain antara Subject dan Verb, keseuaian antara Noun dan Pronoun, dan 
lain-lain dalam bentuk grammatical relationship.  
 

2. Uraian Materi 3 
•  Identify the missing part of speech to determine the correct grammatical 

form. Identifying the missing part of speech (noun, verb, adjective, 
adverb, preposition, conjunction, etc.) can help you eliminate some of the 
choices. If the missing word is verb, for example, you can rule out the 
choices that are not verbs.  

 
Consider the following example:  

 
Please…………….your face with a mask when using welding materials.  
(A) protection 
(B) protect 
(C) protecting 
(D) protective 
 
In this example, the sentence is grammatically correct when completed 
with a verb form that expresses a command – the imperative form of the 
verb.  
 
Choices (A) and (D) are not verbs, so you can eliminate these choices 
immediately. Choices (B) and (C) are both verb forms. Choice (C), 
protecting, is not an imperative, so choice (B), protect, is the correct 
answer.  
 
Note: Understanding suffixes can help you determine the part of speech 
of a word. It is important to recognize, for example, that many adjectives 
end in -ent, as in silent and persistent, while nouns with the same stem 
end in –ence, as in silence and persistence.  

 
•  Look for grammatical relationships between parts of the sentence. When 

you are choosing the correct grammatical form to complete the sentence, 
look at how parts of the sentence fit together. Information from one 
phrase often affects other parts of the sentence.  
 
Consider the following examples:  
Example:  
 
The notebook computer is the ………….profitable of all the products 
that are presently on sale.  
(A) as 
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(B) so 
(C) more 
(D) most 
 
The phrase of all the products tells you that the notebook is being 
compared with more than one other product. A superlative adjective is 
required. Choice (D) forms the superlative of the adjective, so you should 
choose it as your answer.  
 
Example: 
 
Mrs Hayashi ………….from her trip to Jakarta late yesterday evening.  
(A) return 
(B) returned 
(C) returns 
(D) be returned 

 
Here, the clue is the phrase late yesterday evening. This phrase indicates 
that the action took place in the past. Choice (B) is the simple past tense 
and is the correct answer.   

 
3. Rangkuman 3 
 

Pemahaman terhadap part of speech dari kata yang dihilangkan sangat 
membantu kita dalam menentukan pilihan jawaban. Di setiap pertanyaan, 
upayakan memahami clue, karena hal itu juga akan membantu kita dalam 
menentukan pilihan jawaban.  
 

4. Tugas 3:  
 

Identify the missing part of speech.  
 
Read the following sentences and decide what part of speech is missing in 
each case. Choose one of the parts of speech listed below and write it in the 
blank at the end of the sentence. The first one is done for you.  
 
noun, adverb, preposition, conjunction, verb, adjective 
 
1. In order for the conference to run smoothly, we will need hundreds 

……..volunteers. (preposition) 
 
2. The need for skilled workers in the manufacturing trade will 

……….dramatically over the next decade. (_______________) 
 

3. West Street has the city’s ……………….concentration of art galleries, 
museums, and restaurants. (____________________) 

 
4. The RBI Corporation has …………………maintained that its greatest 

growth potential lies overseas. (__________________) 
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5. The airline industry announced yesterday that it had cancelled a $3.5 
billion ……………for jet airplanes. (_________________) 

 
6. The audience is reminded that neither cameras ………….recording 

equipment will be permitted in the auditorium. (__________________) 
 

Now complete the same sentences from exercise above using words of your 
own.  
 
1. In order for the conference to run smoothly, we will need hundreds 

……..volunteers.  
 
2. The need for skilled workers in the manufacturing trade will 

……….dramatically over the next decade.  
 

3. West Street has the city’s ……………….concentration of art galleries, 
museums, and restaurants.  

 
4. The RBI Corporation has …………………maintained that its greatest 

growth potential lies overseas.  
 

5. The airline industry announced yesterday that it had cancelled a $3.5 
billion ……………for jet airplanes.  

 
6. The audience is reminded that neither cameras ………….recording 

equipment will be permitted in the auditorium.  
 

5. Test Formatif 3 
 
Decide what type of word you would use to fill in the blank. What types of 
words do you expect to see in the choices? Underline the word or phrase in 
the sentence that helps you to decide what should go in the space.  
 
1. Mr Kobayashi spoke quite ………………while he was making his sales 

presentation. 
 
2. Over the next two years, production at the Landsbury plant ………….to 

double in order to meet increased demand.  
 

3. The new computers we are installing are far more powerful 
………..those we are currently using.  

 
4. Regrettably, Mr Jenkinson was found to be …………….good at his 

work nor easy to get along with.  
 

5. While you are in the building, please wear your identification badge at 
all times so that you are ……………as a company employee.   

 
Fill in the blanks with an appropriate word from the choices.  
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1. Mr Kobayashi spoke quite ………………while he was making his sales 
presentation. 

(A) exciting 
(B) excitable 
(C) excitedly 
(D) excitement 

 
2. Over the next two years, production at the Landsbury plant ………….to 

double in order to meet increased demand.  
(A) needed 
(B) will need 
(C) has needed 
(D) was needing 
 

3. The new computers we are installing are far more powerful 
………..those we are currently using.  

(A) as 
(B) than 
(C) and 
(D) so 
 

4. Regrettably, Mr Jenkinson was found to be …………….good at his 
work nor easy to get along with.  

(A) either 
(B) nor 
(C) both 
(D) neither 

 
5. While you are in the building, please wear your identification badge at 

all times so that you are ……………as a company employee.   
(A) recognize 
(B) recognizing 
(C) recognizable 
(D) recognizably 
 

6. Kunci Jawaban Test Formatif 3 
 

1. spoke quite…..requires adverb 
2. Over the next two years is the adverb of future time, so it needs future 

form with will 
3. more powerful ……..is a phrase for comparison. More…than is usually 

a set expression. 
4. nor in the sentence is the clue. Neither….nor is a set expression 
5. you are….in the sentence requires adjective, so it needs adjective.  

 
1. C 
2. B 
3. B 
4. D 
5. C 
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D. Kegiatan Belajar 4 
    Some hints in doing test in Incomplete Sentences part. 

 
1. Tujuan Kegiatan Belajar 4 

Memperoleh beberapa hal yan perlu diperhatikan dalam mengerjakan soal-
soal Incomplete Sentences di dalam TOEIC test.  
 

2. Uraian Materi 4 
•  Decide if the question requires knowledge of vocabulary or grammar. 

Read all of the choices carefully. In some cases, you must select the 
correct vocabulary item. In other questions, you must select the correct 
grammatical form of a particular word.  

 
Consider the following examples: 

 
Example 1:  

 
Everyone should have periodic eye examinations to make sure any 
problems are quickly …………….. 

(A) produced 
(B) responded 
(C) discovered 
(D) prepared 

 
Example 2: 
 
Everyone should have periodic eye examinations to make sure any 
problems are quickly …………….. 

(A)  discovering 
(B)  discover 
(C)  discovered 
(D)  to discover 

 
In example 1, all of the choices are past participles of different verbs. 
You must choose the word that is appropriate in the context of the 
sentence. A medical problem must be discovered quickly so that it can be 
treated.  
 
In example 2, the choices come from the same root word, discover. Here, 
you must select the correct grammatical form of the word. The verb 
should be passive. The past participle discovered completes the passive 
construction – problems are quickly discovered.  

 
•  Try to develop your knowledge of vocabulary. One of the best ways to 

increase your reading proficiency is to find reading materials that you 
enjoy and to read for pleasure as often as you can. In order to increase 
your understanding of English grammar and vocabulary, you may also 
want to do the following:  
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� Find material that you can read easily without having to stop 
frequently to look up words in a dictionary 

� As you read, underline unkown words and guess their meaning from 
the context in which they appear. Do not stop and check these words 
in your dictionary at this point.  

� When you have finished reading, choose five to ten words that you 
think you have understood from the context. 

� Now write those five words in a vocabulary notebook and check in 
your dictionary for the part of speech and the meaning of the word as 
it appears in the passage. 

� Next, use the words in sentences of your own. If you can, have a 
teacher or native English speaker check your sentences to see if you 
have used the words correctly.  

 
Entries in your reading vocabulary notebook might look like these:  
 
New 
Vocabulary 

Part of  
Speech 

Meaning Example Sentence 

Recepient  Noun  A person who 
receives  

The recepient of the 
award gave a speech 
of thanks 

Draft Verb  Draw or write 
first version of  

Mr Ito has drafted the 
proposal, but it has 
not yet been 
reviewed.  

  
 

3. Rangkuman 4 
 

Dalam bagian Incomplete sentences, perlu kita mengetahui apakah test 
tersebut menguji kita tentang vocabulary atau tentang grammar. Apabila 
yang diujikan adalah vocabulary, perlu memahami context secara 
keseluruhan, tetapi apabila yang diujikan adalah grammar, perlu kita mencari 
kata apa yang menjadi clue dalam kalimat tersebut.  
 

4. Tugas 4 
 

Read each sentence, study the four choices, and select an answer.  
 
1. The publishers suggested that the envelopes be sent to ……….by courier 

so that the film can be developed as soon as possible.  
(A) they 
(B) their 
(C) theirs 
(D) them 

 
2. Conservatives predict that government fiinances will remain 

…………during the period of the investigation. 
(A) authoritative 
(B) summarized 
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(C) examined 
(D) stable 

 
3. Updating your skills is the only way to remain …………..in today’s job 

market, according to economist Chun Ho Suk.  
(A) competitor 
(B) competition 
(C) competitive 
(D) competed 

 
4. Not only did the suppliers send the wrong ………….for the machine, but 

they also sent them to the wrong department. 
 

(A) particles 
(B) components 
(C) technicians 
(D) principles 

 
5. Test Formatif 4 

 
Develop 10 items of questions with multiple choice in Incomplete Sentences 
form. Half should test vocabulary, and the other half should test the 
grammar. 
 

6.  Kunci Jawaban Test Formatif 3 
 

Answers will vary, as the sentences are developed by participants. The 
sentences are evaluated through their oral presentation and discussion.  
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Bab III 
EVALUASI 

 
A. Soal  
 

Directions:  
The questions below are Incomplete Sentences. For words or phrases, marked (A), 
(B), (C), (D), are given beneath each sentence. You are to choose the one word or 
phrase that best complete the sentences. 
 
1. Battery-operated reading lamps ………………very well right now.  

(A) sale 
(B) sold 
(C) are selling 
(D) were sold 
 

2. In order to place a call outside the office, you have to ………nine first. 
(A) tip 
(B) make 
(C) dial 
(D) number 
 

3. We are pleased to inform …………..that the missing order has been found. 
(A) you 
(B) your 
(C) yours 
(D) yourself 
 

4. Unfortunately, neither Mr Sachs ………..Ms Flynn will be able to attend the 
awards banquet this evening.  

(A) but 
(B) and 
(C) nor 
(D) either 
 

5. According to the manufacturer, the new generation is capable of …………….the 
amount of power consumed by our facility by nearly ten percent. 

(A) reduced 
(B) reducing 
(C) reduce 
(D) reduces 
 

6. After the main course, choose from our wide …………..of homemade deserts.  
(A) varied 
(B) various 
(C) vary 
(D) variety 
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7. One of the most frequent complaints among airline passangers is that there is not 
………….legroom. 

(A) enough 
(B) many 
(C) very 
(D) plenty 
 

8. Faculty members are planning to ………………a party in honor of Dr Walker, 
who will retire at the end of the semester.  

(A) carry 
(B) do 
(C) hold 
(D) take 
 

9. Many employees seem more …………………now about how to use the new 
telephone system than they did before they attended the workshop.  

(A) confusion 
(B) confuse 
(C) confused 
(D) confusing 
 

10. ………………our production figures improve in the near future, we foresee 
having to hire more people between now and July.  

(A) During 
(B) Only 
(C) Unless 
(D) Because 
 

11. The prime minister is expected to arrive at the convention hall at …………7.00 
p.m.  

(A) approximated 
(B) approximates 
(C) approximate 
(D) approximately 
 

12. Response to the proposed work schedule changes are ………..outstanding from 
several departments.  

(A) until 
(B) yet 
(C) still 
(D) since 
 

13. As the filming location has not yet been ………….., the release date has been 
postponed.  

(A) detained 
(B) determined 
(C) delayed 
(D) deleted 
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14. Extreme ……………should be used when the forklift truck is being operated. 
(A) caution 
(B) cautioned 
(C) cautiously 
(D) cautious 
 

15. The county hospital is currently …………………volunteers to staff the 
reception desk.  

(A) look to 
(B) looking for 
(C) looking around 
(D) looking into 
 

16. We are a major international company with a growing number of …………….in 
North America.  

(A) inferences 
(B) instances 
(C) instincts 
(D) interests  
 

17. The report indicates that the Tilbrook Fund is acting properly by delivering 
policy advice ……………….rather than announcing it to the public.  

(A) privacy 
(B) privately 
(C) private 
(D) privatize 
 

18. This presentation will demonstrate how Metron computers are superior 
………….those of our competitors in terms of both features and speed.  

(A) from 
(B) than 
(C) to 
(D) as 

 
19. The Executive Council of the Fashion Buyer’s Congress is ……………of 

fifteen members from various branches of the fashion industry.  
(A) compose 
(B) composing 
(C) composed 
(D) to compose 
 

20. Though their performance was relatively unpolished, the actors held the 
audience’s ………………….for the duration of the play.  

(A) attentive 
(B) attentively 
(C) attention 
(D) attentiveness 
 

21. Dr Abernathy’s donation to Owston College broke the record for the largest 
private gift ……………given to the campus.  
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(A) always 
(B) rarely 
(C) once 
(D) ever 
 

22. Savat National Park is ……………by train, bus, charter plane, and rental car. 
(A) accessible 
(B) accessing 
(C) accessibility 
(D) accesses 
 

23. In Piazzo’s latest architectural project, he hopes to …………..his flair for 
blending contemporary and traditional ideals. 

(A) demonstrate 
(B) appear 
(C) inspect 
(D) position 
 

24. Replacing the office equipment that the company purchased only three years ago 
seems quite ……………. 

(A) waste 
(B) wasteful 
(C) wasting 
(D) wasted 
 

25. On ………………….., employees reach their peak performance level when they 
have been on the job for at least two years. 

(A) common 
(B) standard 
(C) average 
(D) general 
 

26. We were ……………….unaware of the problems with their air-conditioning 
units in the hotel rooms until this week.  

(A) complete 
(B) completely 
(C) completed 
(D) completing 
 

27. If you send in an order ………………….mail, we recommend that you phone 
our sales division directly to confirm the order.  

(A) near 
(B) by 
(C) for 
(D) on 
 

28. A recent global survey suggests ………………demand for aluminium and tin 
will remain at its current level for the next five to ten years.  

(A) which 
(B) it 
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(C) that 
(D) both 
 

29. Rates for the use of recreational facilities do not include tax and are subject to 
change without ………………. 

(A) signal 
(B) cash 
(C) report 
(D) notice 
 

30. We conduct our audits in accordance …………….generally accepted auditing 
standards. 

(A) of 
(B) with 
(C) in 
(D) across 
 

31. The Director of educational Programs works collaboratively with the Minsitry of 
Education to ……………..that the programs are meeting the needs of the 
institution. 

(A) ensure 
(B) define 
(C) accept 
(D) imply 
 

32. The Armstrong Group has the ……………..management team of the three 
companies under consideration.  

(A) impressive 
(B) more impressive 
(C) impressively 
(D) most impressive 

33. There are over thirty keyboard commands that can prompt word-processing 
procedures, but common usage ………………only a few.  

(A) involves 
(B) receives 
(C) subscribes 
(D) corresponds 
 

34. The recent storms have led to the …………….closure of our overseas office. 
(A) temporal 
(B) temporary 
(C) temporarily 
(D) temporaries 
 

35. “Accounts receivable” is money owed to a company, ………………. “accounts 
payable” is money owed by the company to creditors.  

(A) whereas 
(B) otherwise 
(C) such as 
(D) in order that 
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36. Cooks must remember that some raw foods are very ………………and should 

be refrigerated or chilled until ready to be eaten or cooked.  
(A) peripheral 
(B) perishable 
(C) periodic 
(D) permanent 
 

37. If savings could have been made elsewhere, we ……………..to give financial 
support to local community service organizations last year. 

(A) continue 
(B) continued 
(C) had continued 
(D) would have continued 
 

38. The telecommunication department is completing a detailed …………….of each 
factory site to determine the types of equipment and features needed in each 
area.  

(A) elaboration 
(B) evolution 
(C) evaluation 
(D) expansion 
 

39. Proposed changes that are not …………….with existing safety regulations will 
not be considered. 

(A) dependent 
(B) compliant 
(C) relating 
(D) supportive 
 

40. The lectures will cover the relevant methods of ……………..the impact of 
currency fluctuations on international transactions.   

(A) determination 
(B) determined 
(C) determining 
(D) determine 
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B. Kunci Jawaban 
 

1.  C 
2.  C 
3.  A 
4.  C 
5.  B 
6.  D 
7.  A 
8.  C 
9.  C 
10.  C 
11.  D 
12.  C 
13.  B 
14.  A 
15.  B 
16.  D 
17.  B 
18.  C 
19.  C 
20.  C 
21.   D 
22.   A 
23.   A 
24.   B 
25.   C 
26.   B 
27.   B 
28.   C 
29.   D 
30.   B 
31.   A 
32.   D 
33.   A 
34.   B 
35.   A 
36.   B 
37.   D 
38.   C 
39.   B 
40.   C 
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Bab IV 
PENUTUP 

 
Setelah menyelesaikan tugas dan evaluasi di dalam modul ini dengan benar dan berhasil 
dengan baik (minimal 80 persen soal di evaluasi dijawab dengan benar), Anda 
diperkenankan untuk melanjutkan ke modul 6 Error Recognition. Tetapi bila anda 
belum berhasil mengerjakan tugas dan evaluasi sesuai dengan yang diharapkan, Anda 
harus mengulang kembali mempelajari modul ini, dan silakan berkonsultasi dengan 
fasilitator / instruktur / widyaiswara.  
 
 

GOOD  LUCK 
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